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1 ¥Millitary Services
2 Livilian Agencles

IOGISTICS

1 Mokor Vehlcles

2 Printing and Repwoduction

3 Procurement aofl Regrisitioning

% Property Accountmbility

hel. Comgolideted MR's

4-2 Dawege and lLoss

3 Real Estete

5-1 Fuarniture, Purnichings, Supplies
5-2 HBousing Qverseas

5«3 Utllities Serviceas

MEDTOAL

i Medicel Emorgencies

2 Oversess Medieel Bensfite aud Paclliticz
3 Physical Standards and Bvalustlons

1} FPreventive Medicine

5 Best and Bshabllitetion

FERSOINEL

1 Posiblon, Soiary, snd Wage Adminietration (Generel)
i-1 Ceiling

i-2 Hows of work

1-3 Xleave

-4 Overtime

1-5 Pay

1-6 Position fnalysis

2  Forsonnsl Opersiions (Genecral)
-1 Lareer Flanning

2-2 Consulitanta

2-3  Contract Perscnnel
2-4 Pitness Reporse

2«5 Militery Personnel
Z-6 Promotion

2+7 Ressslznnent

2«8 Recruitmsnt

29 Retlrsysnt

£=10 Separation

3 Porsormel Ssrvices
3=l Awards

3-2 Conpansation Claine
3-3 Crsdit Unilon

3-4 Employee Emergencies
3-5 Insurance

3-6 Tax Malters
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FRUGRAME o
St dilG i,

i Admivigtrative "lans

2 OF Plavwning Systen

3 Oparational Programs

b Froject Freparation and Approval

EEGULARORY ISSUANCES

L Ageney

2 L]

3 Division and Steff
BECURTTY

i Alien Affaivo

2 Pexsomnsl Secmdity

2~ Cloarances

2«2 Conduch

2-3  srriegs

2-h  Outside Activities

3 Phyplcal Sacurity

3-1 Protection of Clasxified Materisl
32 Security In Office Routine
3-3 Eecurity Violstions

b Security Support

%1 Ewergency Plans

25X1 I

5-3 Sefely
k.l umiisted Telephones

TRATNING
i Borollment snd Schadoling

| 2 Exterosl Training
3 Internal Training

TRAVEL

A Afvences

2 Acccunbing

‘:S Bagpspe

a Modes

] Per Dlem

& Shipment and Storege of Bffectsn
7 Pravel Qréers
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SIS TERBX

secounting (Genexzal )
Accounts, Setblement
Avcounts, Trust
Aduinistrative Plans
Sdvancas

Agency Regulations
Alien Affeirs
Aliowmnces

Agproval, Project
Approving Officers
Ald1t (Censral
Andit Procefures
ALt Beports
Autherizavions (General)
Antomation

Avards

Saggage

Herefites, OQverssss Medical
Budget and Piscal (Accouwating)
Bulpete

Zable Poliecias sed Procedures
Cueching

Caresr Planning

Cailing

Certifying Officers

Givilisn Agoneies

{lapnfestine Servicas Imsuances

Clandesiine Services Flanning System

leerances

Clothing Allowances
Commnications
Compensption Clains
Computers

Londuct
Consultants
Qontract Personnel

Correspondence & Pouch Frocedures
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BUNGET & FISCAY 1
BUDGET & FISCAL 1-3
BUDGEY & PISCAT L5
PROGRAMS 1

TRAVEL 3

REGULAPORY ISSUANCES 1

SEOURITY 1
ALVOWATHRS

FROGRAIR b

BURGED & FISCAY, 2-1
BUDGET & FISCAL 9
BUODGET & FISCAL 9-1
HIDGET 8 FISCAY, 0.2
BUDGET & FISCAL 2
AFPOMATION
PERSOUNEL3"

TRAVEL 3

MEDICAL 2

BUDGET & FISCAL
AUDGET & PISCAL 3

COMMITIICATIONS 1
BUDGER & FISOLL b
FERSONKEL 2-1
PERSONUEL 1-1
TINGET & FISCAL 2-2
LIAIBON 2

REGUZATORY ISSUATNES 2

FROGRAMS 2
SECURITY 2-1
ALTOWARCES 1
COMMUNICATIONS
PERQONNEY, 3-2
FUEOMATION L
SECURITY 2-2
YERSONNEL 2-2
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Subject

tyedih Union
{nrvaacy Converslons
Sustody and. Control off Funds

Camage, Propexty
Delegation of futhority
Deliguent Accounts
Divielon Tssuances

Irergency, Madical
Emergency Flave

Raployee BEnergencies
Enrollment and Scheduling
Bvaluations, Medlcal
External Training

Facllities, Communicationg
Yanilikies, Overseas Medical
Fiseal fnnexes

Fitress Redoris

Wunds, Custody, &nd Conbrol
Funds, Imprest

furnishings

Farniiure

Generel Adminiatration

dours of Hork
Houaing

Tmprest Fands
Ingpactiona
ToSuIanes
Inkeroel Pralning

>
b
i

continued

Fiie Desipration

PERBONNEL 3-3
BUNGET & FISCAL 5
BUDGET & FISCAL 1-6

10G3187ics b-2

CENERAL ADMINTSTRATION 1
RUDGET & FISCAL 1-1
REGULATORY ISSUANCES 3

MEDICAL 1
SECURITY &=l
PERSOMNEL, 3-4
TRATNIEG 1
MEDICAL 3
TRAINING 2

COMMUNTCARICNS 3
MEDICAL 2

BUNGIY & PISCAL 6
PERSOIMETL 2.4
BUDGET & FISCAL 1-€
BUDGEY & FIRCAYL 1-2
IOGISVICS 5-1
LOSTERICS 5-1

GENERAL ADMINISTRATION

PERSCHWEL, 1-2
LOGIBYICE 5-2

BURGET & PISCAL 1.2
GENERAL ADMINISTRATION 2
PERSOMNEL 3-5

TRATEING 3
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Hubjact File Deslmnotion
izave PERSCOHNEL 83
Tegsl Matierg GENFRAL ADMINXSIRATION 3
latter Drops SECURITY k-2
Lisison LTATEOR
Loss, Property 10GISTICS b2

2
¥arrisge BECURITY -3
Nedical MEDICAT,
Medicul Emzrgencies MEDICAL 3
Meetings and Confarences CENERAL ADMINISIRATION &
Memorandun Receipts IOBIBTICS b~
Military Pexgonuel FERSONNEL 2-5
Militaxy Bervices, Lioiason TIAISON 1
Modes, Travel TRAVEL b

Ny
Office Machines AUTOMATTION 1.
Cpersational Programs PROCGRAME 3
Organizetion snd Functions GENERAT, ATMINISTRATION 5
Guteide Activities SECURITY 24
Overseas Medical Benefita and Fecilitles MEDICAL 2
Overtime PERSONNEL 1.k

s
Pay YERSBOENEL 1-5
Payrolls BUDOET & FISCAL 7
Pexr Diem TRAVEL 5
Parsoonel PERSONNETL,
Pavgonnel Opsretions (Qeneral) PERSONNEL 2
Pargonnel Secuvity SECURITYY 2
Fergonnel Serviecep TERIONNEL 3
Phyeical Qecurity SECURITY 3
Physlcsl Stenderds end Rrslustions MEDICAT 3
Position Analyeis PERSCIEEL 1-6
Position, Salery, and Wsge

Adnindstration (Cenersl) FERBONNEL, 1

Poueh Procedures COMMUNICATIONS 2
Preventive Medicine MEDICAL b
Printing TOGISTICS 2
Procurement GISTICE 3
Prograns FROORAMB
Froject Proparation mod Approvel PRCGRANS &
Promotlon PERSONNEL 2-6
Froperty Accountability I0GISTICS b
Protection of Classificd Material SESURITY 3.1
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Herd Rstmhe

Hazcgignment

Recirds Manmgemont
feeraitment

Regulatory Yasusnces
Reproduction
“epresentation Allowsnces
Reguisitior ng

Reeh end Renebilitstion
Hetirement

Belety

Salary Advances

Balary Adninistretion

Sscurity

Security in Office Routine

Security Support

Security Violatione

Leparation

Sattleneut of Accounts

Shipment and Btorsge of Effects

Eihor'mgeg and Losses
Source Deta Automation

Special Allowmncesn

3talf Issumnces

Seandavdived Allowmnces

Hupplies

Tax Matters
Training
Travel

Travel Qeders
Truat Accounts

Unlisted Telephones
Ukilities

VYehiclen

Hork Mathods

3
e

IGISTINg 5
vmbumm 2y

CENERAL ADMINVISTRAVION 5
TERSGINEL 2-8
REGULATORY I8SUANCES
1CCISTICS 2

ALLOUATCES 2

LOGISTICS 3

MEDICAL 5

VHRSINNRT, 2.9

SECURIYY be3
BUDGET & FISCA: &
PERSONNEL 1 i
SECURTTY
SECURITY 3-2 :
SECURTTY L
SECURITY 3~3
FPERSONNEL 2~10
BUDGET % FISCAL 1-3
TRAYEL 6

BUDGET & WISCAT i-b :
AUTOMATION 3
ALLZHANCES 3
AEGULATORY TSSUANCES 3
ALLOJANOES b ‘
HOUS TN 51,

TERSOUNRL 3.6 ,
TRATITH *
TRAVEL,
TRAVEL 7
i

EUDGET & PIROAT. 15

SECURTTY bob
OO IAFINR 5-3

TOGISTEIOs 1

AFTOMATTON 2
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Dasordption of Files
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Hecommended Method
of “1linp

e

e

[
b3

E
e

LR D AT S TN S0

uen aral Admiﬁls
deference riies

eotive and

Suppor ’i;

S

Staff Subjsct Files

These filees ordinarily consish of
corvespondence, memos, reporis, dise
patches, and cables velating to the
overall administration of Divialon
or Staff support responsibilities,
Contents of the file velate larpgely
e the implementation of established
pﬁliay‘and procedure. The subject
matber of the files varies bub ree
lates commonly to budget, fiscal,
megustleﬁg security, personnel, and
braining functions,

Station Subject Files {(Country Files)

These files contain corvespondence,
reports, and copies of cables and
digpatehas ralating to the adminie
#tration of Support funcbions for
svations and projects.

Regulatory Tesuences

Goples of Agency vegulations,
aovices, Handbooks, and obher
internal or external issvances,

Chrono ¥ xlaa

These files consist of extra copies
of in and out cables and digpaiches
(Adminisbrative 5 and T), and copiles
of outgoing correspondence, Such
fFileg are msintained for convenience
of reforence.

4o UGablea and Digpatches

2. Goryespoudence

B S I WD A, £,

By subject {In
acoordance with
Piling Guids)

By counbry andfox
station and subjecﬁo
{In accordance wiih
Filing Guida)

By subject andfor
nurber,

Chronologically

Chronologleally

AﬁmﬂO:iﬁaﬁ

Break files annually:
hold 2 years, then
(s A Al b 1

Break files anmally:
hold 2 years, then
dastroy.

Destroy when supere
saded or no longer
nesdad for referenca.

Haintain 6 months
we“; idestray

riiest month wpon
}% g labest montho

i

HE
%
3

.lu)

J@S*“ﬁy after 2 yaers,

12
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Ao} Records

AT AN M ik e

y B

te 18 Loge

marically by
> numbar

Lo  Beoret sand below logs By type and
chronologieallsy
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,4
&3
I
#
é:}'"
[
e
s
§
(*]
s
i
st
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Heference Files

> of cross referancad In acoovdance with
:‘ds bk ':r’c, “i ned to record pssudonyms, 5 the I‘ﬁﬁ;ﬂdi‘fﬁﬂi‘j‘ Gs

ymg, allsees, and obher Tour pavt breakdown.”
)

G
boxg of interand.

‘s‘.

dorence Publlication Fileg

Maintained for
convenience of user,

siste of books: publications of
34, ocher government agencies ov
Hrivabe mg@ﬁanyfaumm catalogs ,
pariodicals, maps, snd gimilar
weesrial windained for rofarsaca
":_JL'AI %;Qg ZHSN

EA P T
Working Fileg
T AT LTRGBS AT A

aliy consiste of dosussnis end #a

ders Tror vorions mvx* aa ay woll convenisnee of uaer.
sagh nedes,. dredis, forma,. et.,

ahad and Temporarii sinbained

navate from sy Dile sy
z’:s}:‘eﬁsﬁi{x Job han been oo

L am mev' cﬂ*m

The
¢ "% &f*‘m angd
chargoed oub of a

Digpos
author

I not
HAG
/il]ta{"’fi 1o,

2,
3 s Py .
ized by s
3 3

Break file aunually:
hold L oyear end
duntbroy.

Same as b above,

¥ aaparation,
Eds rm n.m,wn o1
ar plase cords
insohive file;
& 3‘ weap and

OY o

t-.
et

Degtroy when supers
seded, obsolets, op
ne longer needsd for

2t Qf%n{'{/ EHOay W P
Vibrary wE e

*ﬂ? it

v
SYAsl on

Ioan en will bs

H Q*)e.:an
PETRTD o R
decumants bo File

and destroy re-
malaing papers,

i3
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5. T/0 Files

Congists of wesords relating o By subject Degtroy when super-
the stalling ﬁattewn such ag copiles geded o cheolebe,

of monthly T/0 reports; T/0 change
autnorwnaaicu%; marming tables, and
IBY listings of enyloyees by grade
and date of grade,

T¥f. SECURITY

3o Security Subjsch Files

& £ile of correspondence, revorits, By sobject {in Break files anvusllys
surveys, coples of dispatches and accordance with hold 2 years, thoen
cables, and cgpies of internal and  Filing Guids) destroy.

etternal ismiances and Instructions
pertalning to sscurily clearances
and the gensral admiunistrabion of
the sscurity support funcbionse.
Ordinaxily corrvespondence wibh
Branches and obher hendguarbers
glements 18 Tiled here.

2, Clearance Files

Thege Tiles are uged ag a conbrol Alphanetlicelly Destroy atier
over gtatus of clesvanceg reguested wransfer oy
from OfS. Consgistas of cavds or separabion.

other forme bearing name of
indivic‘u&’ty date of requess, and
type of clzarance. :

3. GCover Files

Congists of cards or obhey fovms Alphabebtically BDegtray after trang-
bearing neme of individual, kind oy or separstion.

of covar and dato of cover.
IV. BUDIET AND PISCAIL

1. MFiscal Sub ject Pilies

’

& genemal file of gorvespondenso, By subject. (in B Piles av ond
repoyits, memss, copiss of insbructions acceovdance with of seach yeays hold
and inbernal issmances velating o Filing Guide) for € yoors and

&
adainigiration of the fiscal supperd dostroy .
function ab hesdguriters and in the
figld a3 woll as thoss of bthe Branch,
Ordinarily, ceorrvespondence with other
headquarters component® s ¥iled here,
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1 2. Budget Flles

These f£iles ordinarily include By svbject and Braak I
copies of instruchions, narrstive figeal yeav. nold © ;
znd statistical siatements or years, then dagt
requirvements, coples of operational

programs, preliminary estimates, £
of fice estimstes, coples of budget :
presentationg and related work
papers. These ars files thab
aecumlate during the process of
preparing Stsff and Division :
budget presevtations for the :
Budget Division, Office of the :
Compiroller. '

3. Allotment Files

a&c Coples of advices for head- By fisecal ysar and Break files annuallys
quarters and the field. allobusnt acdount hold for . “'sesl ,
thereunder. years, then 4estioy.
b. "Blus Chip® coplies ol advices. By fiscel year. Same ag above, E
¢. Allobment contrel ledgers By fiseal ysay end Destroy 10 years E
showing cbligeticns, expendibures, country andfor stadion  after clese of fiscal
and status of allobtmenis. thersundsr. year invelved. Ireak |
filea amnually; hold |
for 2 yoars, then E
transfer to Records 4
Centar. H
d. Status of Allobmentes. Thesze By Pfiscel year and Break $iles sonwelly: !
, reports arve prepaved momthly and monthly thereunder. hold fov 3 fisoal :
1 forwarded to Pinsnce Division. years, bhen destroy. -
| Uopies sre digoribuied Lo Branches s
and the field. £
h. Obligstion Files l
a. Gonsists of copies of By fiscal year and Bresk filss snmally; !
obligation documenis such as al1lobment nunbar hold for 3 fiscal f
requisitions, %ravel ordevs, thereander. vears, then desbvay. F
requests for paymenbs and advances 3
and related wouchers and supperiing
documendks used in accounting for ¥
expenditorss, L3
b. Other copies of obligation Conform to office Destroy when no i
documsnts such as reguisivicns and practice, longer naooded fon 4
travel orders malinbtained solely for rafeyensc. ¥
" convenisnce of roference. ¥

Approved For Release 2005/1 11211?CIA-RDP70-0021 1R000800290016-4
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5.

6.

To

8.

9.

10,
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General ledger Rung

These are monthly IBM runs
furnished by the Oifice of the
Conptreller showing expenditures,
property issues, and cogt listingse.
Used in reconeciliation of accounts.

Paxrollﬂ

These are copies of IBM rung
fornished each pay pericd by the
Office of the Comptroller,

Project Accounting Files

Contains copies of projsct
authorizations and correspondsnce,
digpatches, cables, and relabed
papers pertaining to the adminie

- gtration of project funds,

Station Accountings

These are monthly accounting
recelved from the Lieid in
duplicata, iginels ave
forwarded to Finance Divisiong.

Imprest Fund Files

Consists of copies of wonthly
accounting made to Pinance
Divisicn end lethers of instirace
tions authoriging expenditures
of funds.

Ovartime Files

Contains reguests for overtime
and reports of owexrtime worked.

Employes Accountings Filies

These files are maintained wo
record roguests fovr advances,
payment of allowances, aceountings,
Wwavel orders apd other finanginl
transactions affecting individuals.

By figcal ysax,

By fiscal year and
aliotment nowber and
pay period thereunder,

By allotment account
nombey e

By fiscal year and
thersonder by country
and/er station.

By moenthe

By {iscal year and
alphebobically
thereunder,

Breek Tiles annually:
hold for 3 Tiscal
years, then destray.

Desteoy al the end
of fiscal year.

Flace terminated
projectes in ingelive
Tile; hold 1 yeaw
and destroy,

Byeak files amunally;
hoid 3 fiscal ysavs,
then desbray.

Destroy aftver audit
and clearance.

Break fileg anmaliy:
hold 1 fiscal yeaw,
then dastzoy.

Begtyoy when o
longer negded for
rveference, Do noiw
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velelin afher separatlon
termination,or transfer
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5. Property Card File

.E
These cards are used to eontrol Alphabstically by Dastroy card with i
issue and stock levels of non- name of equipwment. gzoro balanceg after
expendable items. Chows to whon confirmation of CMR
item ig charged and where the Lonsolidated i&emrzu-—
balance on hand. randum Receipt)

report, -
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Prepara labels for the new file folders you will need, Soums
subjects need only a primary folder with no sscondary. Some
will be so large as to need 2 secondary and perhape even a

tertiary breakdown,

VWork on only one Primary Subject at a time. Review the contents
of each folder. Is the paper current? Is it related? Ig a

oross referonce needed?

Pui the current material into the proper new folders. Transfer
non-current records back to the old inactive file. Destroy

all unnesded duplicates.

Convinue this review and refining action as quicldy as possible
in each subject category until you have reworked your entive

file.

Make an Index of subjects in your new file and keep 2 copy in

the front of your drawer.

A goed Jross Index ip necessary te insure the comsisteni clagsification

and £iling of your Office records.

Such an Index is mandatory during

abgences and when more than one person works with the files. By adding
8 few entries, concerning those records unicue to your office, to the
Index in the back of the CGuide for Subject Filing it may well servs as
& COross Index for your Office files.,

PROBIEM TO LOOK FOR

PHASE THREE«w=IMPROVING

1.

2.

3.

b

POSSIBIE SOLUTION

Insufficient guides 1.
Broken tabs 2¢
Missing or poor oar too 30
emall & label on drawer

or folder.

Little used folders with Lo
only ons oF ne paper in

then.

Make guide cards for every primary
and the larger secondary subjecisz
or groups. Card Flles average a
guide per 30 cards, Correspondence
Files average a guide per 6 tc 10
folders. Somstimes a few luss
guldes depanding on use of file and
good common 3ense,

Replace guides and folders having
bent, broken, or difficult to read
titles.

Make drawer lebels with large print.
Iabel every drawsr and every folder
uniformly. Securdity can be presevved
and still have 8 good, helpful drawver
label,

Never keep empity folders in a file,
Use general or miscellancous folder
for one~time items., Create new file
folder after accumulating 7 to 10
pap2rs on same subject,

22 '
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PROBIEM TO LOOK FOR

5.

6o

To

9o

10.

Loose papers with no
folder behind guidas.,

Brlky Polders gagging
low in dravwer.

Poor dis%ributioﬁ of
f 01&3'5 o

No flexiniliiy for

growth or removal of
obsolate material,

Variety of indexing
rules In same file.

Poor Index

23
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iC.

Alwvays uge foldsrs for af
and gseonrity. Locse popors
under other foldsrs, get &
and disorgenised. Avedd varieny
of folders and label styles.

Pat large grovps in WO of move
foldera. Bresk files annually feor
bether control and essier handling.
Eliminate dplicatsse

Tontt erowd fils drawers, Reave
roor Loy cparation and exgansion.

Change your old file sysbem if your
veoords of today make it obsoletes
Use your Becords Centrol Schedulse
t¢ purge vour files of inactive
records for retivement bto Records
Cenber and obsolete maberial for
degbruciicn,

BPe congistent. Keep arvangenment
wntform througoout for fast filing
and rscovery of papers. Dats files.

Always waks an index of subjects
for youx file. Xeep it it frong
of drawer. Make it consistent with
foldsr titles. Arrange and sroBde
index it in keepling with office
needs and to cope with the style
£iling recussis you vecelve,
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